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Federal Bureau of Investigation, 935
Pennsylvania Avenue, NW., Depart-
ment of Justice, Washington, DC 20535-
0001;

(11) Office of Domestic Preparedness,
U.S. Department of Justice, Office of
Justice Programs, 810 7th Street, NW.,
Room 5430, Washington, DC 20531;

(12) Visa Office, Department of State,
2201 C Street, NW., Washington, DC
205620;

(13) Federal Aviation Administration,
800 Independence Avenue, SW., Wash-
ington, DC 20591;

(14) Transportation Security Admin-
istration, 400 Seventh Street, SW.,
Washington, DC 20590;

(15) United States Coast Guard Head-
quarters, 2100 Second Street, SW.,
Washington, DC 20593-0001 (for district
offices, consult your phone book);

(16) The Federal Law Enforcement
Training Center does not maintain a
conventional public reading room.
Records that are required to be in the
public reading room are available elec-
tronically at http:/www.fletc.gov/irm/
foia/readingroom.htm;

(17) U.S. Customs Service, Freedom
of Information Request, 1300 Pennsyl-
vania Avenue, NW., Mint Annex, Wash-
ington, DC 20229-0001 (for a list of field
office reading room Ilocations please
consult 19 CFR 103.1);

(18) U.S. Secret Service, Main Treas-
ury, Freedom of Information Request,
950 H Street, NW., Suite 3000, Wash-
ington, DC;

(19) Federal Emergency Management
Agency, Federal Center Plaza, 500 C
Street, SW., Room 840, Washington, DC
20472 (for regional offices, consult your
phone book);

(20) For the Federal Computer Inci-
dent Response Center and the Federal
Protective Service: Central Office, GSA
Headquarters, 1800 F Street, NW (CAI),
Washington, DC 20405 (for regional of-
fices, consult the phone book);

(c) Components shall also make read-
ing room records created by the De-
partment on or after November 1, 1996,
available electronically via the compo-
nent web-site. This includes each com-
ponent’s index of its reading room
records, which will indicate which
records are available electronically.
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§5.3 Requirements for making re-
quests.

(a) How made and addressed. You may
make a request for records of the De-
partment by writing directly to the De-
partment component that maintains
those records. For additional informa-
tion about the FOIA, you may refer di-
rectly to the statute. If you are mak-
ing a request for records about your-
self, see §5.21(d) for additional require-
ments. If you are making a request for
records about another individual, ei-
ther a written authorization signed by
that individual permitting disclosure
of those records to you or proof that
that individual is deceased (for exam-
ple, a copy of a death certificate or an
obituary) must be submitted. Your re-
quest should be sent to the compo-
nent’s FOIA office at the address listed
in appendix A to part 5. In most cases,
your FOIA request should be sent to a
component’s central FOIA office. (The
functions of each component are sum-
marized elsewhere in this title and in
the description of the Department and
its components in the ‘‘United States
Government Manual,”” which is issued
annually and is available in most li-
braries, as well as for sale from the
Government Printing Office’s Super-
intendent of Documents. This manual
also can be accessed electronically at
the Government Printing Office’s
World Wide Web site (which can be
found at hitp://www.access.gpo.gov/
su docs).) If you cannot determine
where within the Department to send
your request, you may send it to the
Departmental Disclosure Officer, De-
partment of Homeland Security, Wash-
ington, DC 20528. That office will for-
ward your request to the component(s)
it believes most likely to have the
records that you want. Your request
will be considered received as of the
date it is received by the proper compo-
nent’s FOIA office. For the quickest
possible handling, you should mark
both your request letter and the enve-
lope ‘“‘Freedom of Information Act Re-
quest.”

(b) Description of records sought. You
must describe the records that you
seek in enough detail to enable Depart-
ment personnel to locate them with a
reasonable amount of effort. Whenever
possible, your request should include
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specific information about each record
sought, such as the date, title or name,
author, recipient, and subject matter
of the record. If known, you should in-
clude any file designations or descrip-
tions for the records that you want. As
a general rule, the more specific you
are about the records or type of records
that you want, the more likely the De-
partment will be able to locate those
records in response to your request. If
a component determines that your re-
quest does not reasonably describe
records, it shall tell you either what
additional information is needed or
why your request is otherwise insuffi-
cient. The component also shall give
you an opportunity to discuss your re-
quest so that you may modify it to
meet the requirements of this section.
If your request does not reasonably de-
scribe the records you seek, the agen-
cy’s response to your request may be
delayed.

(c) Agreement to pay fees. If you make
a FOIA request, it shall be considered a
firm commitment by you to pay all ap-
plicable fees charged under §5.11 up to
$ 25.00, unless you seek a waiver of fees.
In making your FOIA request, please
indicate whether you are willing to pay
for the request or desire a waiver. The
component responsible for responding
to your request ordinarily will confirm
this commitment in an acknowledge-
ment letter. When making a request,
you may specify a willingness to pay a
greater or lesser amount. If you are
seeking a waiver of fees you must pro-
vide a justification for your fee waiver
request in accordance with the require-
ments of §5.11(k). If your request for a
fee waiver is denied, the component
will notify you of that decision and
will request an agreement from you to
pay fees up to $25, or a greater or lesser
amount specified by you. Your request
shall not be considered received and
further work shall not be done on it
until you agree to pay fees. If you do
not provide a firm commitment to pay
the anticipated fee within the time pe-
riod specified by the component, the
request will be administratively closed.

§5.4 Responsibility for responding to
requests.

(a) In general. Except as stated in
paragraphs (c), (d), and (e) of this sec-
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tion, the component that first receives
a request for a record and has posses-
sion of that record is the component
responsible for responding to the re-
quest. In determining which records
are responsive to a request, a compo-
nent ordinarily will include only
records in its possession as of the date
the component begins its search for
them. If any other date is used, the
component shall inform the requester
of that date.

(b) Authority to grant or deny requests.
The head of a component, or the com-
ponent head’s designee, is authorized
to grant or deny any request for a
record of that component.

(c) Consultations and referrals. When a
component receives a request for a
record in its possession, it shall deter-
mine whether another component, or
another agency of the Federal Govern-
ment, is better able to determine
whether the record is exempt from dis-
closure under the FOIA and, if so,
whether it should be disclosed as a
matter of administrative discretion. If
the receiving component determines
that it is best able to process the
record in response to the request, then
it shall do so. If the receiving compo-
nent determines that it is not best able
to process the record, then it shall ei-
ther:

(1) Respond to the request regarding
that record, after consulting with the
component or agency best able to de-
termine whether to disclose it and with
any other component or agency that
has a substantial interest in it; or

(2) Refer the responsibility for re-
sponding to the request regarding that
record to the component best able to
determine whether to disclose it, or to
another agency that originated the
record (but only if that agency is sub-
ject to the FOIA). Ordinarily, the com-
ponent or agency that originated a
record will be presumed to be best able
to determine whether to disclose it.

(d) Law enforcement information.
Whenever a request is made for a
record containing information that re-
lates to an investigation of a possible
violation of law and was originated by
another component or agency, the re-
ceiving component shall either refer
the responsibility for responding to the
request regarding that information to
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